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e Looking for work is a matter of 
aititude. 


e Looking for work is a full-time job. 


e Most jobs are found through 
personal effort. 


e A job search must be planned 
systematically. 


e Sell your services — don’t just ask 
for a job. 
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Here are 
some important hints 
to keep in mind 
when you go 
for a job interview. 


DO YOUR HOMEWORK 


Find out about the company you are applying 
to. Look up information about the firm at the 
public library, the Canada Employment Centre 
or ask the company for a copy of their annual 
report or any publications they may have 
about themselves. Talk to company em- 
ployees. Be prepared to answer questions. 
Show the employer that you are truly inter- 
ested in the company. 


TAKE STOCK OF YOURSELF 


Take the time to prepare a good resume. The 
purpose of a resume is NOT to get you a job 
but to get you an interview with a prospective 
employer. After the interview, it will serve as 
a permanent reminder to the employer of 
who you are and what your capabilities are. 


Emphasize your qualifications, level of re- 
sponsibilities and accomplishments. Do not 
include information about yourself which 
might be interpreted negatively. Keep it brief. 
A resume should not be more than two pages. 


Make a list of your previous jobs, including 
the names and addresses of companies you 
have worked for, dates worked and super- 
visors: names. Be concise and above all, be 
accurate. At the interview, be ready to answer 
questions about any gaps in your work history. 
List details about your education, training 
and any courses you have taken. Note any 
volunteer work you have done. 


List a// your skills. Any one of them may be 
just what the employer is looking for in addi- 
tion to the obvious requirements. For example, 
if you have some experience in public speak- 
ing, typing, or equipment operation, etc., this 
should be included even if you fee?! it is not 
directly related to the job. 
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THE INTERVIEW 


Grooming is very important. Employers are 
greatly influenced by how you look. Dress 
neatly and conservatively. Do not wear casual 
clothes. Hair should be clean and attractively 
styled. Men should be clean-shaven or have 
neatly trimmed beards or moustaches. It is 
your tota/ image that counts. 


Be on time for your interview; in fact, be early! 

You can use the extra time constructively by 
reading company literature. Never be late! If 
an emergency arises that will Keep you from 
being on time or will make you miss your 
appointment, notify the company immediately. 


Be prepared to fill out an application form. 
Answer all questions openly, and complete 
all forms neatly. 


Project a good attitude. Remember you are 
selling your services. They are your product 
and you are on display from the time you 
walk through the front door. How you present 
yourself and talk to the receptionist, clerk 
and other people you may encounter, all 
form part of your interview. The interview 
does not end until you leave the building or 
sometimes even the parking lot. 


smile. Look people in the eye. Be courteous. 
When shaking hands, use a firm grip but 
don't try to show off how strong you are. 


When answering questions, be specific. 
Describe your abilities and experience pre- 
cisely. Never give the impression you are 
just looking around. Show the employer why 
he or she needs you — not why you need the 
job. 


Be ambitious but be practical. Have an idea 
of what you want to be doing a few years 
from now. 


Don’t bring up the question of salary. Leave 
that to the interviewer who will usually men- 
tion it towards the end of the interview. (If 
not, then you may.) Evaluate your worth 
realistically. 


It is normal to be nervous but try to relax. 
Take a deep breath and let it out slowly. Don’t 
be afraid to ask questions. Well-orepared 
questions will indicate to the interviewer that 
you are self-confident. 


Thank the interviewer for his or her time. 
Smile and be sincere. 


AFTERWARDS 


As soon as possible after the interview, sit 
down and evaluate what went on — what 
was discussed that should not have been 
and what was not discussed that should have 
been. Think about what you should do dif- 
ferently at your next interview. Assess your- 
self honestly and make notes as a reminder. 


When you get home, write a letter of thanks 
to the interviewer and express your continued 
interest in the position and the company. 


ONCE YOU GET THE JOB 


When you accept the job, you have, in fact, 
agreed to do certain things for a certain num- 
ber of hours for a certain number of days — 
and all to the best of your ability. In return, 
the employer has agreed to pay you acertain 
amount of money. 


Here are some important hints to keep in 
mind when you are working. 


Be on time. If your work hours are from 8 a.m. 
to 4:30 p.m., be at your work station by 8 a.m. 
Do not leave before 4:30 p.m. Remember, 
you agreed to these hours when you ac- 
cepted the job. 


Coffee breaks are a privilege. Don’t abuse 
them. Be aware of the work of the others 
around you. Know how their work affects 
yours and how your work affects theirs. 


Be considerate of your fellow employees. 
What can you do to make their work a little 
easier? 


Be open-minded. Welcome discussion and 
ideas. Don't be prejudiced. 


Plan your day. Organize your time. 
Always do a little more than is expected of you. 
Be neat and well-groomed. 


Have a good attitude. Smile. Enjoy your 
work. Be sincere. 


NOTE: 
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If you want more tips on how to find a job, 
register for a Creative Job Search Techniques 
course at your local Canada Employment 
Centre. It’s free and lasts for only a few hours. 
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